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Summary 


GUIDANCE  FOR  THE  PREPARATION  AND 
IMPLEMENTATION  OF  RECEPTION/CARE 
PLANNING  IN  HOST  COMMUNITIES 


Reception  and  Care  Planning  Guidance  for  Host  Communities  is  a four-volume  set  of  guidance 
materials  covering  the  preparation  of  local  Reception/Care  plans  in  communities  which  would 
host  large  numbers  of  evacuees  under  conditions  of  very  severe  crisis  or  massive  disaster.  The 
four  volumes  are: 

Volume  I.  An  Overview  of  Reception/Care  Planning  and  Training 

Guidance-introduces  the  available  guidance  covering  (primarily)  host 
area  organization,  and  describes  segments  suitable  for  use  in  alterna- 
tive training  sessions. 

Volume  II.  Planning  Steps  and  Instructions  for  the  Preparation  of 
Host  Area  Reception/Care  Plans-this  volume  describes  a sequence  of 
R/C  planning  steps,  and  provides  detailed  instructions  for  developing 
a R/C  plan  in  accordance  with  the  Planning  Format  in  Volume  III  below. 

Volume  III.  Planning  Format— provides  the  materials  and  forms  re- 
quired to  complete  a detailed  Reception/Care  plan  for  a host  county  or 
similar  jurisdiction. 

Volume  IV.  Tables  of  Organization  and  Staff  Responsibilities— is  a 
reference  book  which  charts  the  organization  of  a host  county  R/C 
organization,  and  provides  detailed  job  descriptions  for  each  position 
in  a fully  elaborated  host  area  R/C  organization. 

All  of  the  materials  in  this  set  are  presented  in  sections  or  “modules”  which  can  be  used  in 
(1 ) training  sessions  or  in-the-field  orientation  sessions,  (2)  planning,  and  (3)  operations.  The 
planning  and  training  modules  are  also  constructed  such  that  appropriate  materials  can  be 
deployed  at  any  level  of  the  R/C  organization  during  either  preparatory,  crisis,  or  operational 
periods. 

Tli is  guidance  was  produced  for  the  Defense  Civil  Preparedness  Agency  by  Human  Sciences 
Research,  Inc.,  under  Contracts  DCPA-01-75-C-0309  and  DCPA-01-75-C-0329. 
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RECEPTION  AND  CARE  PLANNING  STEPS 


FOR  HOST  COUNTIES 


The  planning  steps  described  in  this  volume  are  designed  to  guide  the  development  of  a de- 
tailed Reception/Care  Plan  for  the  host  county.  With  minor  modifications  in  terminology, 
the  steps  also  apply  to  other  potential  host  jurisdictions  parishes,  townships,  cities,  etc. 


These  steps  describe  the  use  of  the  Planning  Format  which  constitutes  Volume  III  of  Recep- 
tion ami  C are  Planning  Guidance  for  Host  Communities.  That  document  provides  standardized 
torms  (one  copy  each)  which  can  be  used  to  write  a complete  host  County  R/C  Plan. 


Neither  these  steps  nor  the  Planning  Format  can  anticipate  all  of  the  local  situations  and  vari- 
ations which  may  have  to  be  incorporated  in  a specific  host  County  Plan.  As  in  all  emergency 
or  disaster  preparedness  planning  ettorts,  officials  close  to  the  scene  must  often  adjust  standard- 
ized approaches  to  meet  local  needs.  However,  the  problem  of  hosting  large  numbers  of  people 
is  essentially  a complex  one,  and  these  steps  are  based  on  a considerable  body  of  experience  in 
managing  very  large  evacuations  and  mass-care  problems. 


To  the  extent  possible,  the  local  officials  and  leaders  who  would  occupy  key  positions  in  the 
County  Reception/Care  Service  (during  an  emergency)  should  be  identified  early  and  should 
participate  in  writing  the  Reception/Care  Plan.  The  act  of  planning  such  an  operation  is  itself 
excellent  training  for  senior  managers  who  would  direct  it.  Both  these  steps  and  the  Planning 
Format  have  been  constructed  to  minimize  planning  time  and  to  facilitate  participation  by 
knowledgeable  local  citizens  who  are  not  otherwise  versed  in  the  techniques  of  planning. 


These  steps  should  result  in  a complete  host  County  Reception /Care  Plan.  However,  “com- 
plete" does  not  imply  that  the  standby  Reception/Care  organization  is  fully  staffed.  The  steps 
and  the  Planning  Format  allow  planners  ( I ) to  allocate  all  evacuees  to  specific  buildings.  ( 2)  to 
divide  the  County  into  Reception/Care  Divisions,  Districts  and  Lodging  Sections,  whose  bead- 
quarters  would  manage  the  hosting  operation,  and  (3)  to  describe  all  staff  positions  required 
to  manage  a large-scale  evacuation  and  hosting  operation.  However,  this  approach  assumes 
only  a minimum  initial  staff  of  two  or  three  R/C  managers,  who  would  work  gradually  to  in- 
crease the  number  of  personnel  ready  to  assume  specific  R/C  positions  in  an  emergency.  Should 
a crisis  occur,  a crash  effort  will  be  made  to  staff  all  designated  R/C  positions  and  train  these 
individuals  m their  particular  jobs.  Because  the  “getting  organized”  time  in  a crisis  may  be  short, 
the  County  Plan  lists  all  R/C  management  positions  at  all  levels.  As  individuals  are  selected  for 
these  positions,  their  names  will  simply  be  entered  into  the  appropriate  slots  in  the  Plan. 


STEP  ONE 
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Select  Participants  in  Host  County  Planning 

To  the  extent  possible,  the  senior  officials  or  managers  who  would  operate  the  Reception/Care 
Service  in  a crisis  should  be  identified  early  in  the  planning  process— and  should  participate  in 
developing  the  County  R/C  Plan.  This  experience  will  allow  them  to: 

1.  become  familiar  with  the  overall  plan  and  their  own  responsi- 
bilities as  “standby”  managers  of  the  crisis-activated  R/C 
organization; 

2.  represent  the  Plan  to  other  leaders  and  citizens,  recruit  addi- 
tional standby  staff  personnel,  and  help  train  new  R/C  staff 
members  either  before  or  during  an  actual  crisis. 

The  desirable  qualifications  of  senior  R/C  managers  include  (a)  familiarity  with  the  manage- 
ment of  larger  organizations,  (b)  familiarity  with  mass  care  situations,  (c)  familiarity  with 
the  community  and  its  leadership  groups,  and  (d)  interest  in  this  preparedness  effort. 

The  three  most  critical  R/C  positions  to  be  filled  are  those  of: 

• The  County  Reception/Care  Coordinator 

• The  Director,  Shelter  Planning  and  Allocation 

• The  Deputy  Coordinator  for  Welfare-Shelter  Operations 

These  and  other  R/C  positions  are  described  in  detail  in  Volume  IV  of  this  guidance.  The 
selection  of  personnel  for  these  positions  should  take  account  of  the  following  considerations. 

The  County  Reception/Care  Coordinator.  The  director  or  supervisor  of  a local  public  welfare 
agency  is  a logical  candidate  for  this  position,  particularly  in  communities  with  larger  welfare 
agencies.  (The  U.  S.  Department  of  Health,  Education,  and  Welfare  has  been  delegated  many 
Civil  Defense  “care  of  people"  functions,  and  public  welfare  officials  in  most  States  and 
localities  have  certain  “emergency  welfare"  responsibilities.)  If  local  welfare  offices  do  not 


have  appropriate  candidates  tor  this  position,  t he  R/C  Coordinator  can  be  selected  from  a 
variety  of  other  organizational  and  professional  backgrounds,  including: 
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• Red  Cross,  Salvation  Army,  or  other  nongovernmental  organi- 
zations with  knowledgeable  staff. 

• Superintendents  or  other  senior  personnel  of  the  school  system 
(which  will  usually  be  a primary  source  of  evacuee  lodgings). 

• Local  civil  preparedness  personnel  not  committed  to  other  Emer- 
gency Services  during  a crisis. 

• Local  social  welfare  (nongovernmental)  leaders,  or  other  promi- 
nent community  leaders. 


The  Director,  Shelter  Planning  and  Allocation.  This  official  will  be  responsible  for  identifying 
fallout  shelter  space  and  potential  space,  and  will  help  the  R/C  Service  manage  any  movement 
of  evacuees  from  congregate  lodging  quarters  to  fallout  shelter  (should  that  move  become  neces- 
sary). This  position  requires  a knowledge  of  fallout  and  radiation  hazards-or  a willingness  to 
acquire  such  knowledge  through  civil  defense  training  courses  and  materials— and  should  be 
assigned  to  a local  civil  defense  professional  or  volunteer  who  has  some  familiarity  with  the 
provision  of  fallout  shelter  protection  and  the  management  of  people  in  fallout  shelters. 


The  Deputy  Coordinator  for  Welfare-Shelter  Operations.  Operating  under  the  immediate  super- 
vision of  the  County  R/C  Coordinator,  this  official  will  direct  the  operations  of  the  Lodging- 
Shelter,  Feeding,  and  other  component  Services  falling  under  the  Reception/Care  Service.  The 
qualifications  are  similar  to  those  listed  above  for  the  R/C  Coordinator. 


Note:  The  writing  of  the  County  R/C  Plan  should  not  be  delayed  while  seeking 

standby  staff  for  these  key  positions,  but  efforts  should  be  made  to  select 
them  as  early  as  possible  in  the  planning  process. 
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STEP  TWO 


Joint  Planning  with  Other  Host  Counties, 

Risk  Area  Planners,  and  State  and  Regional  Offices 


A large-scale  evacuation  would  be  a complex  operation.  Close  cooperation  among  risk  and 
host  area  planners  can  greatly  improve  both  the  overall  preparedness  effort  and  the  efficiency 
of  planning  in  any  particular  host  County.  From  the  standpoint  of  the  host  County,  the 
principal  objectives  of  this  joint  planning  step  are  to: 


i 


1.  Precisely  define  the  boundaries  of  the  risk  and  host  areas.  What 
counties  will  receive  evacuees  from  a particular  risk  area?  Are 
any  parts  of  a host  County  excluded  from  receiving  evacuees 
(perhaps  because  a military  installation  has  a separate  crisis  re- 
location plan)? 


2.  Determine  the  size  of  the  total  risk  area  (evacuee)  population. 
What  general  characteristics  should  be  taken  into  account  in  allo- 
cating evacuees  to  the  various  host  counties?  Do  some  neighbor- 
hoods have  large  non-English-speaking  populations0  How  many 
essential  industries  will  continue  to  operate  during  a crisis? 
(Workers  in  essential  industries  will  commute  from  their  host 
County  lodgings  to  the  risk  area.) 


3.  Maximize  the  number  of  organizational  evacuees.  “Organizational 
relocation”  means  the  movement  of  whole  organizations  employees 
plus  their  dependents- from  the  risk  area  to  predesignated  congre- 
gate lodging  and  shelter  facilities  in  a host  County.  Organizational 
relocation  greatly  simplifies  the  problems  of  relocating  and  caring 
for  people  because: 

- An  organization’s  employees  and  their  families  (who  live  in  the 
risk  area)  can  be  directed  to  specific  host  area  buildings  already 
set  aside  for  them. 


- Organizations  which  are  lodged  as  “intact”  groups  of  evacuees  can 
better  manage  their  own  risk  area  activities,  can  organize  their  own 
commuting  workers,  can  organize  their  own  people  to  help  operate 
their  congregate  lodging  and  shelter  facilities,  anil  can  provide  orga- 
nized manpower  to  help  carry  out  emergency  activities  in  the  host 
County. 
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When  a large  percentage  (30  percent  or  more)  of  the  evacuees 
come  out  as  organizations,  the  requirements  placed  on  the  host 
County  are  fewer,  and  these  organizations  can  often  be  used  as 
units  of  the  host  County’s  emergency  operation. 

4.  Describe  the  evacuee  population  in  detail.  List  the  separate 
organizations,  and  the  major  groups  in  the  remaining  population, 
which  can  be  treated  as  separate  units  or  groups  of  evacuees. 

(This  listing  may  anticipate  the  categories  of  evacuees  described 
in  Step  Three  below.) 

5.  Allocate  the  evacuee  population— its  separate  organizations  and 
units— to  those  Counties  with  the  most  appropriate  facilities  for 
each  organization  or  each  group  of  people  listed  in  4 above.  (The 
description  of  host  County  facilities  may  anticipate  the  analysis 
of  facilities  in  each  County,  as  described  in  STEP  FOUR  below.) 

Following  this  Step,  planners  for  an  individual  host  County  will  know  in  some  detail  the 
numbers  of  people,  the  organizations,  and  the  kinds  of  evacuee  groups  it  must  prepare  to 
lodge  and  shelter. 


Note:  The  extent  of  host-risk  area  cooperation  at  this  stage 
will  vary  depending  on  local  circumstances.  As  soon  as  host 
County  planners  know  the  approximate  total  number  of 
evacuees  coming  to  the  County,  they  can  proceed  with  the 
remaining  STEPS.  And  this  number  can  often  be  determined 
by  working  with  State  preparedness  and  DCPA  Regional 
Offices. 

However,  anything  that  can  be  done  to  identify  risk  area  orga- 
nizations and  their  approximate  numbers  of  evacuees  and  to 
obtain  a more  detailed  description  of  the  non-organizational 
evacuee  population  will  pay  off  in  a more  efficient  host  County 
approach  to  host  County  planning  and  operations. 


STEP  THREE 


Describe  the  Evacuee  Population  to  be 
Hosted  in  this  County 


Beginning  with  the  information  developed  in  STEP  TWO  above,  list  the  evacuating  organizations 
and  groups  ot  people  who  will  be  hosted  in  this  particular  County.  This  list  should  include: 

Organizations 

Private 

Governmental 

Institutions 

Families  and  Individuals 

(Approximate  numbers  coming  by  various  routes  from 
separate  neighborhoods  or  telephone  prefix  areas) 

Transiting  Evacuees 

(Approximate  numbers,  and  the  routes  they  will  take  to 
reach  neighboring  host  counties) 


The  illustration  on  the  following  page  suggests  how  tills  information  can  lie  arranged  on  work 
sheets. 

To  the  greatest  extent  possible,  specific  figures  or  reasonable  estimates  should  be  entered  for 
categories  such  as: 

total  evacuees  for  each  organization  and  risk  area  neighborhood 
total  employees  included  in  above 
total  dependents,  including  patients  in  institutions 
total  who  will  or  may  commute  during  a crisis 
total  organizational  evacuees  available  to  help  with  activities  in  is 
County 

To  this  information  should  be  added  notes  on  any  particular  needs  or  circumstances  which 
may  affect  the  handling  or  placement  of  the  evacuee  group  in  question. 

These  data  describe  the  groups  of  people  to  lie  matched  with  County  facilities  in  STEP  SEVEN 
below. 
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EVACUEE  POPULATION 


La 


TRANSITING  EVACUEES  approx.  14.000  Moving  via  route  310  to  X County;  up  to  3.000  daily 

commuters  using  route  310. 


STEP  FOUR 


Describe  Host  County  Facilities 

This  step  involves  organizing  information  about  the  County’s  available  (and  “upgradeable”) 
congregate  lodging,  fallout  shelter,  feeding,  and  other  facilities  which  could  be  used  in  an 
emergency.  The  result  of  this  step  should  be  a well-organized  listing  of  buildings  or  facilities 
which  can  eventually  be  matched  with  the  evacuee  groups  described  in  Step  Three  above. 

This  task  interacts  with  STEP  FIVE  below,  which  involves  the  review  and  modification 

of  any  existing  Community  Shelter  Plans  (CSPs)  to  make  them  consistent  with  this  hosting  Plan. 

Three  sources  of  information  about  host  County  facilities  can  be  used  to  generate  a list  of 
available  buildings.  These  are  the: 

( 1 ) DCPA  Host  Area  Survey 

(2)  Existing  CSPs 

(3)  A survey  or  analysis  conducted  by  host  County  planners 

A DCPA  Host  Area  Shelter  Survey  of  the  host  County  would  provide  detailed  information 
on  all  or  most  buildings  (excluding  private  dwellings).  The  Survey  form  and  explanatory 
information  appear  on  pages  10-11  below.  A computer  printout  from  these  forms  will  pro- 
vide the  following  kinds  of  information  about  each  potential  congregate  lodging  facility. 

- number  of  congregate  lodging  spaces  (40  square  feet  per  space) 

- number  of  fallout  shelter  spaces  ( 1 0 square  feet) 

- “upgradeable  shelter  spaccs”-number  of  shelter  spaces  after 

a minimum  of  shelter-upgrading  effort  (such  as  piling  dirt  against 
a cellar  entrance  or  lower  wall) 

-sanitary  facilities  (and  running  water)  in  the  building 

- whether  the  structure  is  heated 

- feeding  and  cooking  facilities  in  the  structure 

- emergency  electrical  power  available 

- health-related  facilities  in  the  building 
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These  Surveys  have  been  conducted  for  a number  of  host  counties  around  the  country,  and 
others  are  planned.  Where  the  Survey  has  been  completed,  it  constitutes  the  only  source  of 
information  needed  to  complete  this  task.  However,  host  County  planners  are  not  dependent 
on  having  such  a completed  Survey,  and  normally  should  not  delay  planning  while  awaiting 
such  a Survey. 

Community  Shelter  Plans  (CSPs)  have  been  completed  in  past  years  for  many  communities 
around  the  nation.  While  these  may  now  be  out  of  date,  they  provide  information  about 
the  fallout  shelter  spaces  available  in  many  structures.  Additional  information  about  congre- 
gate care  spaces,  utilities,  etc.,  can  be  gathered  by  a local  survey,  and  new  structures  not  listed 
in  the  CSP  can  be  assessed  for  their  fallout  shelter  potential. 

Local  Surveys  by  County  planners  can  be  conducted  to  determine  the  types  of  information 
contained  in  the  above-mentioned  DC  PA  Survey.  The  criteria  of  40  square  leet  per  congregate 
lodging  space  and  10  square  feet  per  shelter  space  should  be  used  to  determine  the  capacity 
of  each  structure.  (Regional  and  State  preparedness  officials  can  provide  additional  informa- 
tion about  fallout  protection  factors  and  what  constitutes  effective  fallout  shelter.) 

Before  commencing  any  new  survey,  local  planners  should  first  examine  the  expected  evacuee 
load  to  determine  how  many  spaces  are  required.  Local  planners  should  begin  any  such  survey 
by  examining  the  structures  most  likely  to  meet  the  demand.  Prominent  examples  include: 

- all  school  buildings  and  churches 

- public  buildings  and  facilities 

- hotels,  motels,  hospitals,  nursing  homes,  and  entertainment 
facilities  which  normally  accommodate  large  numbers  of  people 
for  at  least  limited  times 

- the  larger  commercial  structures  which  are  best  equipped  (heat, 
sanitation,  cooking  facilities,  etc.) 

In  many  cases,  this  approach  will  produce  enough  congregate  care  spate  without  examining  a 
large  number  of  smaller  structures. 

The  product  of  this  Step  should  be  a list  of  County  facilities  which  are  potentially  usable  to 
lodge  and  shelter  the  evacuees  described  in  Step  Three  above.  This  list  may  be  modified,  however, 
after  determining  those  facilities  needed  to  shelter  local  residents  (Step  Five,  below). 
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The  DCPA  Host  Area  Shelter  Survey 


1 


As  noted  on  the  preceding  pages,  a printout  from  the  DCPA  Survey  provides  extensive 
information  for  use  by  County  planners  in  selecting  and  ranking  for  desirability  the 
County’s  available  congregate  lodging  and  fallout  shelter  space. 

If  it  is  not  possible  to  obtain  a survey  of  the  County  in  the  near  future,  local  planners  can 
approximate  the  Survey  by  collecting  much  of  this  information  on  their  own  by  actually 
looking  over  and  measuring  the  likeliest  buildings,  or  by  using  data  available  in  building  plans, 
the  local  Assessor’s  Officer,  etc. 

The  Survey  form  on  the  opposite  page  suggests  the  categories  of  information  needed  for 
each  building.  The  items  which  can  be  easily  collected  by  local  officials,  if  time  permits, 
include: 

Boxes  A6-11:  name,  address,  etc.  (A  telephone  number  for 
the  building  is  also  desirable  later.) 

Boxes  Bl-5:  square  footage  of  usable  space,  etc. 

Boxes  C and  D:  utilities  and  food  preparation  facilities 

The  information  in  Boxes  E and  F may  be  approximated  in  an  existing  CSP,  if  the  building 
is  included.  State  and  local  preparedness  officials  can  usually  describe  ways  of  determining 
how  much  of  the  space  in  a building  is  adequately  protected  from  fallout  radiation,  and  the 
amount  of  dirt  which  would  have  to  be  moved  against  lower  walls  or  basement  entrances  to 
“upgrade”  additional  shelter  space  in  the  building. 


STEP  FIVE 


Coordinate  Shelter  Plans  for  Evacuees  and  Local  Residents 


Most  communities  across  the  country  are  covered  by  Community  Shelter  Plans  (CSPs)  which 
indicate  shelter  spaces  assigned  to  local  residents.  These  plans  are  typically  somewhat  out-of- 
date,  and  often  do  not  take  account  of  recent  shifts  in  population  and  new  construction.  But 
where  such  plans  exist,  they  indicate  many  of  the  buildings  (other  than  private  dwellings  or 
detached  homes),  which  would  now  be  used  by  local  residents  seeking  fallout  shelter. 

These  same  buildings  may  be  the  best  congregate  lodging  facilities  for  evacuees,  and  their  usable 
or  upgradable  shelter  space  is  naturally  the  most  desirable  space  for  evacuees  lodged  in  the  same 
building. 

After  determining  the  list  of  best-available  congregate  lodging  facilities  (Step  Four),  any 
existing  CSPs  should  be  examined  to  determine: 

( 1 ) where  the  CSP  allocations  of  shelter  space  interferes  with 
the  efficient  use  of  congregate  care  and  shelter  facilities  by 
evacuees; 

(2)  adjustments  which  can  be  made  to  insure  that  evacuees  and 
residents  are  not  allocated  the  same  spaces. 

This  review  may  lead  County  planners  to  “juggle”  both  the  congregate  care/shelter  spaces 
for  evacuees  and  the  shelter  spaces  available  for  local  residents  under  CSPs. 

In  adjusting  the  shelter  and  congregate  care  spaces,  planners  should  be  sensitive  to  the  availa- 
bility of  suitable  or  upgradable  shelter  in  private  residences,  especially  home  basements.  The 
most  efficient  way  to  adjust  “public”  shelter  space  will  often  be  to  plan  on  using  and  upgrading 
home-basement  spaces  of  local  residents.  If  this  approach  is  followed,  the  Plan  should  include 
provisions  for  notifying  the  public  of  such  measures  both  before  and  during  a crisis. 

This  analysis  and  adjustment  of  shelter  space  allocations  will  often  indicate  an  overall  shortage 
of  shelter  spaces.  In  these  cases,  two  options  remain: 

(1 ) the  upgrading  of  shelter  near  otherwise  desirable  congre- 
gate lodging  facilities- either  before  or  during  a developing 
crisis; 

(2)  the  construction  of  new  or  expedient  shelter  either  before 
or  during  a developing  crisis. 
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(Remember  that  evacuation  implies  a period  of  perhaps  several  days  before  an  expected 


attack.  While  it  is  not  desirable  to  depend  on  this  assumption,  it  does  follow  that  an  attack 
coming  sooner  would  occur  before  all  evacuees  had  proceeded  far  enough  to  need  shelter  in 
the  host  area-i.e.,  some  would  return  to  shelters  in  their  home  communities.  Therefore,  it 
is  reasonably  safe  to  assume  that,  in  cases  where  all  evacuees  had  time  to  reach  the  County, 
there  would  also  be  several  days  to  upgrade  or  construct  shelters.) 

(If  the  County  R/C  Plan  includes  the  use  of  upgraded  or  newly  constructed  shelter  spaces, 
the  plan  should  also  take  account  of  this  requirement  in  its  specification  of  the  operating 
responsibilities  of  both  the  R/C  Service  and  the  Resource  and  Supply  Service.  The  R/C 
Service  would  designate  the  specific  space  requirements,  and  Resource/Supply  would  con- 
struct or  upgrade  the  shelters.  As  far  as  the  R/C  Service  is  concerned,  this  responsibility 
would  rest  with  the  Director,  Shelter  Planning  and  Allocation.) 

Above  all,  this  step  should  produce  an  allocation  of  shelter  space  for  both  residents  and 
evacuees.  Indeed,  the  County  and  each  community  should  have  only  one  “shelter"  plan, 
which  is  compatible  with  both  the  C'risis  Relocation  Plan  (and  this  Reception/Care  portion  ot 
it)  and  any  Community  Shelter  Plans  which  continue  to  be  used. 

The  County’s  planned  allocation  of  shelter  space  should  provide  at  least  one  shelter  space  for 
each  individual  evacuee  and  local  resident.  It  evacuation  is  ordered,  it  should  not  require  any 
change  in  the  shelter  allocation  for  local  residents.  (However,  if  an  evacuation  is  not  ordered, 
local  officials  may  want  to  move  local  residents  from  their  assigned  shelter  to  other  spaces 
which  would  otherwise  be  reserved  for  evacuees.  This  decision  would  be  made  only  during  a 
developing  crisis,  and  after  the  County  had  been  notified  that  evacuation  is  definitely  ruled 
out.) 

The  product  of  this  task  is  a revision  of  the  list  of  available  congregate  care  and  other  facilities 
prepared  in  Step  Four  above. 
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STEP  SIX 


Rank-Order  the  Facilities  Available  to 
Lodge,  Shelter,  and  Feed  Evacuees 


Steps  FOUR  and  FIVE  identified  buildings  potentially  available,  and  essentially  “eliminated’' 
those  required  to  provide  fallout  shelter  for  local  residents.  The  remaining  facilities  should 
now  be  rank-ordered  in  terms  of  their  relative  desirability  for  housing  and  sheltering  evacuees. 

The  “ideal”  facility  is  one  that  is  relatively  “self-contained"  from  the  standpoint  of  caring 
for  evacuees.  Such  a building  has  (a)  some  substantial  number  of  congregate  lodging  spaces, 
(b)  shelter  spaces  for  at  least  the  number  of  evacuees  in  “a”  above,  (c)  water  and  sanitary 
facilities,  (d)  heat-where  the  climate  requires  it,  and  (e)  feeding  and  cooking  facilities.  It 
such  a building  normally  lodges  people  (hotels,  motels,  etc.),  it  is  probably  the  best  ot  this 
highest  category. 

A second  class  of  congregate  facilities  would  include  structures  with  adequate  or  nearby 
shelter,  and  with  sanitary  and  cooking  facilities  in  or  near  the  structure. 

Where  County  planners  are  dealing  with  a large  number  of  potentially  usable  facilities,  a 
“scoring”  procedure  such  as  the  one  described  below  may  help  to  rank  the  structures  in  terms 
of  their  desirability. 

First,  group  the  buildings  (or  clusters  of  buildings)  in  categories  such  as: 

A.  Hotels,  motels,  and  other  buildings  normally  used  to  lodge  people 
(their  capacity  equals  40  square  feet  per  person.) 

B.  Hospitals  and  hospital/nursing  home  combinations  which  have  excess 
capacity  (subtract  normal  occupancy  from  their  total  capacity  ot  40 
square  feet  per  person). 

C.  Other  nursing  homes. 

D.  All  school  buildings  (public  and  private). 

E.  All  churches. 

F.  Auditoriums,  “meeting  halls,"  and  places  of  entertainment  which 
are  adaptable  to  mass  lodging. 

G.  Other  public  and  private  buildings  that  would  presumably  be  avail- 
able, would  not  be  operating  in  a crisis,  and  are  adaptable  to  mass 
care. 
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Second,  under  each  category,  list  the  buildings  in  descending  order  of 
size  (as  determined  by  their  number  of  congregate  lodging  spaces). 

Third,  “score”  each  building  or  cluster  in  terms  of  the  adequacy  of  its 
facilities  to  support  the  number  of  people  for  whom  it  has  lodging 

spaces.  A simple  scoring  system  might  be: 

Shelter  Score: 

10  “excess”  capacity  will  shelter  more  than  its 
number  of  congregate  'o< leers  (remember  that 
shelter  space  is  computed  on  the  basis  of  only 
10  square  feet  per  person). 

8 “adequate”  shelter  for  all  its  lodgers. 

6 “nearby”  shelter  for  all  lodgers. 

4 “easily  upgraded”  shelter  can  be  provided 
hastily  with  minimal  effort. 

2 requires  constructing  new  or  expedient  shelter, 
or  substantial  upgrading  of  the  facility. 

0 no  shelter  can  be  provided  near  the  facility 
(within  several  blocks  or  walking  distance). 

Water,  Sanitation  Score 

5 adequate  for  congregate  lodgers. 

3 some  drinking  and  sanitation  facilities  in  or 
near  building. 

0 no  running  water  in  or  near  building. 

Heating  Score  (where  climate  requires  heat  several  months 
of  the  year) 

5 heated 
0 not  heated 

Cooking  Score 

5 adequate  facilities  on  premises 

4 some  facilities  on  premises 

3 no  facilities,  but  some  facilities  nearby 
2 cooking  facilities  arc  remote  from  building. 

Using  a system  such  as  this.  County  planners  can  construct  a listing  of  facilities  like  the  one  on 
the  following  page. 
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Illustrative  Work  Sheet  for  Ranking 
Host  County  R/C  Facilities 


Facilities  by  Category 

Lodging 

Spaces 

Shelter 

Score 

Water 

Score 

Heat 

Score 

Cooking 

Score 

Total 

Score 

A.  Hotels,  motels,  etc. 
(Bldg.) 
(Address) 

(Bldg.) 

(Address) 



B.  Hospitals  and  Hospital/ 
Nursing  Homes 

C.  Other  Nursing  Homes 

D.  School  Buildings 

_ 

E.  Churches 

F.  Auditoriums,  Meeting 
Places,  Etc. 

G.  Other  Government  and 
Private  Buildings 

In  practice,  separate  sheets  should  be  used  to  list  the  buildings  in  each  category. 
This  procedure  can  also  provide  convenient  “totals”  for  the  number  of  facilities 
in  each  category,  or  the  number  of  evacuee  spaces  available  in  buildings  above 
any  given  score. 


STEP  SEVEN 


Allocate  Evacuees  to  Congregate  Lodging, 
Shelter,  and  Feeding  Facilities 


This  Step  involves  placing  the  evacuee  organizations  and  families/individuals  (Step  Three  above) 
in  the  buildings  identified  in  Step  Six.  Several  general  rules  apply  to  this  allocation  procedure. 

1.  Assign  organizations  first. 

2.  Keep  organizations  intact,  wherever  possible,  by  assigning  one  or 
two  organizations  to  a single  building  or  adjacent  buildings. 

3.  Assign  organizations  whose  employees  will  or  may  commute  to  the 
facilities  nearest  the  risk  area  and  near  their  commuting  routes. 

4.  Assign  organizations  which  already  care  for  dependents  (hospitals, 
nursing  homes,  etc.)  to  (a)  hospitals,  nursing  homes,  or  similar 
facilities  and  then  to  (b)  the  best  remaining  congregate  care 
facilities  (hotels,  motels,  etc.) 

5.  If  some  evacuated  organizations  are  to  help  staff  R/C  or  other 
County  Services,  assign  them  to  buildings  near  the  local  head- 
quarters which  will  direct  these  emergency  workers.  (Specific 
headquarters  facilities  are  identified  in  Step  Nine  below.  You 
can  usually  anticipate  that  they  will  be  near  the  major  concen- 
trations of  congregate  care  facilities  in  the  County.) 

6.  Reserve  a number  of  the  better  and  larger  R/C  facilities  for  the 
assignment  of  nonorganizational  evacuees.  (Assume  that  organi- 
zations will  be  better  able  to  organize  their  people  and  adapt  to 
living  space  in  the  less  desirable  buildings.) 

7.  After  organizations  have  been  assigned,  allocate  individual 
evacuees  to  the  remaining  County  buildings.  List  these  remain- 
ing facilities  in  descending  order  of  desirability,  and  plan  to  fill 
them  in  that  order  as  non-organizational  evacuees  arrive  at  the 
Reception  Center(s)  and  are  assigned  to  the  best  remaining  facility. 

Additional  instructions  for  allocating  evacuees  to  County  facilities  appear  on  the  following 
four  pages. 
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Step  7-A 


Organizational  Assignment  Forms 

j 


The  Organizational  Assignment  Forms  illustrated  on  the  opposite  page  appear  in  Appendix  5 
of  the  County  Reeeption/Care  Plan.  As  each  organization  is  assigned  to  a congregate  lodging 
facility,  this  form  should  be  completed  (except  for  the  upper  right-hand  box).  The  separate 
boxes  included  in  the  form  are  discussed  below. 

Organization.  Fill  in  the  organization’s  name,  risk  area  address  and  phone  number,  and  the 
name  or  title  of  any  officer  of  the  organization  who  may  have  been  appointed  to  coordinate 
its  emergency  planning  or  operations.  “No.  Employees”  and  “No.  Dependents”  are  the 
actual  or  estimated  numbers  of  its  employees  and  their  dependents  who  reside  in  the  risk 
area.  Indicate  whether  the  organization’s  employees  will  be  available  to  work  in  host-County 
Emergency  Services  (H),  will  commute  to  the  risk  area  (C),  or  fall  in  another  category  (O). 
“Total  Evacuees”  is  the  sum  of  its  employees  plus  their  dependents  i.e.,  the  number  to  be 
lodged  together.  (Dependents  also  include  any  institutionalized  dependents  of  the  organi- 
zation—for  example,  residents  of  a nursing  home  being  evacuated  as  an  organization.) 

Relocation  Headquarters.  The  name  (if  any),  address,  and  phone  number  of  the  building  from 
which  the  organization  will  operate  in  the  host  County.  “Building  No.”  always  refers  to  the 
number  assigned  a building  in  the  DC'PA  Host  Area  Survey-if  one  had  been  completed.  If  this 
box  is  left  blank,  it  means  the  organization’s  headquarters  is  the  first  building  described  under 
Congregate  Lodging  in  the  box  below. 

Comments.  Notes  on  the  organization's  status,  availability  for  host  County  work,  special 
commuting  arrangements,  etc. 

Congregate  Lodging.  Fill  in  the  building  name,  address,  phone  number,  and  Building  No.  (if 
a Survey  has  been  completed)  for  each  building  to  which  the  organization’s  employees  and 
dependents  are  assigned.  Indicate  each  building’s  congregate  lodging  “capacity"  (40  square 
feet  per  person)  and  the  number  of  the  organization’s  people  assigned  to  it.  If  more  than  two 
buildings  are  required,  use  additional  pages,  filling  in  this  block  and  the  “Name”  blank  in  the 
upper  left  comer  of  the  additional  pages. 

Fallout  Shelter.  Same  as  for  Lodging  boxes  above,  but  also  indicate  the  shelter  “Spaces"  in 
the  building  and  the  total  spaces  available  after  upgrading.  If  a Survey  has  not  been  done,  a 
shelter  space  represents  10  square  feet  of  the  area  qualifying  as  fallout  shelter.  “No.  Assigned" 
is  the  number  from  that  organization  who  will  be  sheltered  in  the  building.  Again,  use  addi- 
tional pages  as  necessary. 

Congregate  Feeding.  The  building  or  buildings  where  the  organization's  people  will  eat. 

Page  (top  of  form).  If  only  one  sheet  is  used  for  an  organization,  leave  this  line  blank.  If  any 
boxes  require  added  pages,  number  all  pages  applying  to  the  same  organization  (1,2.  3.  etc  ) 
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IX 


(Illustration) 


page  J 

ORGANIZATION 

[S|..lmP  Zenith  City  Public  Schools 

HOST  JURISDICTION 

County 

Address 

Division 

R/C  District 

Phone  (401)  853.200b 

Lodging  Section 

Official  Supt.  J.  R.  Smith 

No.  Employees  125  No.  Dependents  200 

Lodging  Section  Office 

Building 

H_x_C O 

Address 

TOTAL  EVACUEES  325 

Phone  ( ) 

RELOCATION  HEADQUARTERS 

Building 

COMMENTS 

Will  help  staff  R/C  positions  in  central  part  of  Counts 

Address 

t 

Phone  ( ) Building  No. 

CONGREGATE  LODGING 


Building . 

Acme  City  School 

Building 

Address  _ 

258  South  Tenth 

Address 

Acme,  Colorado  22043 

Phone ( 4 

“’ll  b85-20Ul Building  No.  Not  available 

Phone ( ) 

Building  No. 

Capacity 

410  No  ASSIGNED 

325 

Capacity 

NO  ASSIGNED  | 

FALLOUT  SHELTER 


Building  Same 
Address  


Phone  ( ) Building  No. 


Building  Smith  Dry  Goods 

Address  2hl  South  Tenth 

Acme,  Colorado  22043 

Phone  (421)  685-352b Building  No.  Not  available 


Spaces  250  Spaces  after  Upgrading  350 


Spaces  100 


NO.  ASSIGNED 


250 


Spaces  after  Upgrading  200 
NO  ASSIGNED 


Building  Same 
Address 


CONGREGATE  FEEDING 

Building 

Address  _ 


Phone  ( 


) Building  No. 


Phone  ( 


NO.  ASSIGNED  325 


Building  No 


NO  ASSIGNED 
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Step  7-B 


The  Assignment  Form  for 
Families  and  Individuals 


After  assigning  evacuating  organizations  to  specific  facilities,  the  remaining  evacuees  should 
be  assigned  to  the  best  remaining  lodging/shelter/feeding  facilities  identified  in  Step  Six. 

The  assignment  procedure  for  these  “non-organizational”  evacuees  is  different.  Whereas 
organizational  evacuees  would  be  told  in  advance  where  they  should  report,  individuals  and 
families  would  arrive  at  tne  County  Reception  Center(s)  and  be  directed  to  the  next  available 
facility  on  your  list.  In  assigning  these  non-organizational  evacuees,  the  County  planner  is 
dealing  only  with  raw  numbers  of  people. 

When  assigning  families  and  individuals,  consider  the  best  remaining  buildings  one-at-a-time. 
and  complete  one  Assignment  Form  for  each  successive  facility. 

First,  in  the  left-side  Congregate  Lodging  box.  enter  the  number  of  evacuees  equal  to  the 
“Capacity”  of  the  building  you  are  working  with.  Then  complete  this  box  by  entering  the 
otner  information  about  tnat  building  (or  cluster  ot  buildings).  Ignore  the  right-side  box 
under  Congregate  Lodging. 

Second,  under  Fallout  Shelter,  enter  the  required  information  about  the  building  or  buildings 
where  the  above  congregate  lodgers  would  go  for  shelter.  It  more  than  two  buildings  are  re- 
quired, staple  a second  (third,  etc.)  form  to  the  first  and  provide  the  necessary  information 
on  the  buildings  providing  shelter. 

Third,  under  Feeding,  enter  the  required  information  about  the  buildings  where  these  congre- 
gate lodgers  will  receive  their  meals.  Again,  attach  additional  forms  if  more  than  two  buildings 
are  needed. 

Moving  to  “page”  at  the  top  of  the  form,  number  the  forms  in  the  order  that  the  congregate 
lodging  buildings  are  to  be  filled.  (This  is  the  sequence  that  the  Reception  Center!  s)  will 
follow  in  filling  up  these  buildings.) 

Continue  this  procedure  until  all  of  the  evacuees  allotted  to  the  ( ounty  (alter  subtracting 
organizational  evacuees)  have  been  accounted  lor  in  lodging,  shelter,  and  (ceding  assignments 

These  Assignment  Forms,  when  completed  in  a later  Step,  will  constitute  the  second  part  ot 
Appendix  5 of  the  County  R/C  Plan.  (The  first  part  contains  the  Organizational  Assignment 
Forms.) 
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(Illustration) 


page  1 

FAMILIES  AND  INDIVIDUALS 

TFI  FPHnNF  PR  FFIY  1 1 

HOST  JURISDICTIONS 

County 

Division 

Reception  Center 

Building 

R/C  District  Lodcine  Section 

R/C  District  Lodeine  Section 

Lodging  Section  Office 

Building 

Address 

Address 

Phone ( ) 

1 

Phone i ) 

COMMENTS 

COMMENTS 

» 

. 

CONGREGATE  LODGING 


Building  West  End  Elernentarv 

Building 

Address  ‘KX)  Main  Street 

Address 

Centerville.  Alabama 

Phone  (308)  545-20‘U  Building  No.  Not  available 

Phone  ( I . . Building  No 

Capacity  <>25  No  ASSIGNED  6">5 

Capacity  NO  ASSIGNEI1 

1 

FALLOUT  SHELTER 


Building  Same 

Building  Standard  Milling  Co. 

Address 

Address  915  Main 

Centerville.  Alabama 

Phone  ( ) Building  No 

Phone  (308 ) 545-2582  Building  No  Not  avail 

Spaces  425  Spaces  after  Upgradinp  750 

Spaces  525  Snaces  after  Upgrading  400 

NO.  ASSIGNED  425 

NO  ASSIGNED  | 200 

-- 

CONGREGATE  FEEDING 


Building  West  End  Elementary 

Building 

Address 

Address 

Phone  ( ) Building  No 

Phone  ( ) Building  No 

NO  ASSIGNED  625 

NO  ASSIGNED 

STEP  EIGHT 


i Divide  the  County  Into  Reception/Care 

Divisions,  Districts,  and  Lodging  Sections 

The  first  objective  of  the  County  R/C  Service  would  be  to  receive,  organize,  and  manage 
the  entire  evacuee  population  to  be  hosted  in  the  County.  The  second  objective  is  to  pro- 
vide essential  goods  and  services  including  (a)  congregate  lodging  facilities,  managed  in  an 
orderly  manner,  (b)  fallout  shelter  in  the  same  or  nearby  buildings.  ( c ) food,  (d)  special 
services  required  by  evacuees  who  are  aged,  infirm,  handicapped,  “institutionalized,”  etc., 

(e)  personal  services  required  by  families  and  individuals  with  particular  needs  for  example, 
pet  shelters,  and  (f)  information  about  what  evacuees  should  do,  where  they  should  turn 
for  assistance,  and  what  is  happening  in  the  immediate  area  or  the  country  in  general. 

This  sizeable  management  problem  must  be  handled  by  a County  Reception/Care  Service 
which  is  largely  staffed  and  organized  “at  the  last  minute"-as  a crisis  approaches  or  unfolds. 
The  County  Reception/Care  Plan  anticipates  this  difficult  situation  by. 

1 . Designating  beforehand  the  number  of  evacuees  and  the  buildings 
to  be  used.  Thus,  the  County’s  evacuee  “load"  or  “quota”  was 
determined  in  Step  Two;  the  evacuee  population  was  described 
in  Step  Three;  the  buildings  to  be  used  for  lodging  evacuees  were 
selected  in  Step  Seven.  And  Step  Seven  also  determined  where 
the  evacuees  lodged  in  each  building  will  go  for  fallout  shelter  (if 
necessary)  and  for  their  meals. 

2.  Dividing  the  County  into  smaller,  more  manageable  areas  each 
with  its  own  R/C  headquarters  which  would  organize  evacuees 
and  deliver  services  in  its  area.  This  hierarchy  of  R/C  areas 
and  headquarters  includes: 

The  County 

R/C  Divisions  (numbered  1,  II.  Ill,  etc.) 

R/C  Districts  ( IA,  IB.  1 1 A.  etc.) 

Lodging  Sections  ( IA  1 . 1A2.  etc.) 


These  R/C  areas  and  the  R/C  chain  of  command  are  illustrated 
on  the  following  page. 


Typical  County  Reception/Care  Areas 


Reception/Care  Chain  of  Command 


County  R/C  Service 
l 


Div.  1 
I 


Dist.  IA 


Dist.  IB 


Div.  II 

I 


Dist.  II A 


Dist.  1IB 


Facilities 


Facilities 


(Note  that  Lodging  and  Shelter  Facilities  are  operated  under  control  of  Lodging  Sections, 
whereas  “other”  facilities  (Special  Services,  Feeding,  etc.l  are  operated  directly  by  the 
District.) 


For  any  particular  host  county , the  number  of  Divisions,  Districts,  and  Lodging  Sections 
will  depend  on  such  factors  as: 

• The  total  number  of  evacuees  to  be  hosted  (Step  Two). 

• The  extent  to  which  evacuees  will  come  as  organizational  groups 
(Steps  Two  and  Three).  Note  that  “already-organized”  evacuees 
will  require  less  management  effort  in  the  host  County. 

• The  ratio  of  the  evacuee  population  to  the  resident  (normal)  popu- 
lation of  the  host  County.  Depending  on  the  relative  size  of  a 
region’s  risk  and  host  areas,  a host  County’s  “quota”  of  evaCLies 
might  range  from  a very  few  people  up  to  four  or  five  times  its 
normal  population.  The  greater  the  relative  number  of  evacuees, 
the  greater  the  need  for  numerous  R/C  headquarters  and  areas 

to  break  down  the  evacuee  population  into  manageable  units. 

• The  number  of  buildings  to  be  used,  the  distance  between  them, 
and  the  extent  to  which  evacuees  can  be  lodged  and  sheltered  and 
fed  in  the  same  buildings  (Step  Seven). 

• The  number  ot  towns,  or  the  concentrations  of  hosting  facilities, 
in  the  County. 

• Natural  geographical  barriers,  existing  political  jurisdictions,  and 
transportation  networks  which  suggest  logical  divisions  of  the 
County  into  smaller  units. 

In  summation,  this  Step  requires  looking  at  the  County  as  if  the  total  number  of  evacuees 
were  already  living  in  the  congregate  lodging  facilities  assigned  in  Step  Seven.  Given  this 
“new”  distribution  of  the  County’s  total  population,  what  R/C  Divisions,  Districts,  and 
Lodging  Sections  would  provide  for  adequate  control  over  reasonably  small  and  manageable 
clusters  of  evacuees? 


Steps  in  Defining  R/C  Jurisdictions 


The  following  steps  should  be  carried  out  with  an  eye  to  the  factors  discussed  on  the  preceding 
page.  Local  circumstances  may  dictate  a modification  ot  this  approach  to  account  tor  any  ot 
the  factors  previously  described.  The  steps  are  only  a general  guide  to  the  process. 

1 . Divide  the  County  into  R/C  Districts.  The  District  is  the  only  unit 
below  the  County  that  will  administer  and  staff  all  the  Services  in- 
cluded in  Reception/Care  (i.e.,  Lodging/Shelter,  Feeding,  Registra- 
tion/Information, Special  Services,  and  Personal  Services).  To  the 
extent  possible,  each  District  should  be  a “self-contained”  area 
having  a number  of  congregate  lodging  buildings,  fallout  shelter 
space  in  the  District  for  all  evacuees  and  all  residents,  feeding  facili- 
ties, health  facilities,  special  service-types  of  facilities  like  nursing 
homes,  and  buildings  usable  for  personal  services  (such  as  pet  pounds). 

It  is  desirable  for  a District  to  be  built  around  a central  “shopping 
area”— or,  in  many  towns,  several  Districts  may  intersect  at  a central 
business  district,  with  each  reaching  outward  to  include  residential 
neighborhoods  and  a part  of  the  surrounding  countryside.  As  a very 
general  rule  of  thumb,  each  District  might  be  expected  to  contain 
about  1 0,000 people  including  both  evacuees  and  local  residents. 
though  this  figure  may  vary  widely. 

2.  Group  the  Districts  into  R/C  Divisions.  The  Division  is  an  adminis- 
trative convenience  which  may  or  may  not  be  required  in  a particular 
County.  The  small  Division  staff  provides  a link  between  the  County 
Headquarters  and  numerous  R/C  Districts  where  the  number  of 
Districts  or  geographical  and  transportation  features  make  such  an 
interim  Headquarters  useful.  Normally,  a Division  should  contain 
two  or  three  R/C  Districts;  and  Counties  with  no  more  than  four 
Districts  may  want  to  ignore  the  Divisional  unit. 

3.  Divide  Districts  into  Lodging  Sections.  The  Lodging  Section  is 
managed  by  a Deputy  to  the  District  Supervisor  for  Lodging/Shelter, 
the  only  one  of  the  five  separate  R/C  Services  which  is  divided  into 
geographical  units  below  the  District  level.  (Lodging  Shelter  con- 
trols all  individual  congregate  lodging  and  fallout  shelter  buildings, 
whereas  other  Services  would  control  only  those  facilities  in  the 
District  which  are  required  for  their  particular  purposes.)  Ideally, 

a Lodging  Section  would  be  “self-contained”  in  the  same  sense  as 
the  District,  and  focused  on  a central  shopping  area  or  public  build- 
ing, though  this  is  seldom  possible.  A Lodging  Section  might  con- 
tain from  2 to  4 thousand  people  evacuees  plus  residents  and  may 
vary  in  si/e  from  a single  large  congregate  lodging  building  to  many 
square  miles  in  the  rural  portion  of  a R/C’  District. 


STEP  NINE 


1 


Enumerate  R/C  Jurisdictions  and  Select 
Headquarters  Facilities,  Reception  Centers,  and  Rest  Areas 

A standard  numbering  system  should  be  used  throughout  the  County  R/C  Plan  and 
should  be  used  in  its  entirety  with  each  reference  to  a R/C  jurisdiction.  The  Division  is 
identified  by  a roman  numeral  I,  II,  etc.;  the  District  by  a capital  letter  A.  B,  etc.,  and  the 
Lodging  Section  by  an  arabic  numeral-1 , 2,  etc.  Every  reference  in  the  plan  to  a District 
or  Lodging  Section  should  include  the  higher  jurisdictions  within  the  County  for  exatnph , 

R/C  District  11 B,  or  Lodging  Section  II B1 

Selecting  R/C  Headquarters 

Each  R/C  headquarters  should  be  located  in  a building  which  (a)  is  centrally  located  or  easily 
accessible  from  the  jurisdiction  it  controls,  (b)  has  shelter  space  within  the  same  facility,  (c)  is 
large  enough  for  the  staff  who  would  use  it  and  any  visitors  or  “traffic”  associated  with  its 
functioning,  and  (d)  has  adequate  communications  (usually  a telephone-several  phones  tor  a 
District  or  Division).  If  the  headquarters  will  utilize  personnel  drawn  from  an  evacuated  organi- 
zation, it  should  be  located  in  or  near  the  building  where  the  organization  is  lodged.  Other 
considerations  for  specific  headquarters  include  the  following: 

County  R/C  Headquarters:  Should  be  in  or  near  the  County’s  Emergency 
Operating  Center,  have  direct  communications  with  Divisions.  Districts, 

Reception  Center(s),  and  Rest  Area(s);  provide  working  space  for  a staff 
of  at  least  25  people;  and  have  access  to  meeting  rooms  for  sessions  with 
Division,  District,  and  other  R/C  officials. 

R/C  Division  Headquarters:  May  be  located  in  the  County  R/C  Head- 
quarters (where  it  would  serve  as  a staff  group  focusing  on  its  particular 
Districts),  or  may  be  located  within  the  boundaries  of  its  Division.  The 
latter  choice  is  advisable  in  cases  where  the  Division  is  a remote  section 
of  the  County,  or  where  a heavily  populated  County  faces  difficult  and 
complex  problems  of  administering  numerous  R/C  jurisdictions. 

R/C  District  Headquarters:  Should  provide  space  and  communications 
lines  needed  by  a staff  which  may  eventually  number  25  or  more  and 
which  will  administer  all  five  R/C  operating  Services  within  the  District 

Lodging  Section  Office:  Should  be  central  to  the  buildings  which  lodge 
most  of  the  Section’s  evacuees. 
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Selecting  Reception  Centers  and  Rest  Areas 


The  functions  of  the  Reception  Center  include: 

1 . Receiving  all  non-organi/ational  evacuees,  allocating  them  to 
the  best  remaining  congregate  lodging  building,  and  directing 
them  to  the  building. 

2.  Assisting  any  organizational  evacuees  who  “get  lost’’  to  reach 
their  predesignated  congregate  lodging  building. 

3.  Providing  a rest  or  “gasoline”  stop  for  evacuees-and  meals, 
emergency  medical  assistance,  or  special  services  required  by 
evacuees  before  reaching  their  congregate  care  facilities. 

Hie  functions  ot  the  Rest  Area  (which  may  be  located  in  or  near  a Reception  Center)  are 
to  provide  directions  and  emergency  assistance  needed  by  evacuees  transiting  the  County 
to  reach  other  host  counties. 

The  selection  of  Reception  Centers  and  Rest  Areas  should  be  governed  by  the  following  con- 
siderations: 

• A Reception  Center  should  be  located  on  each  major  trans- 
portation artery  over  which  evacuees  will  travel. 

• Rest  Areas  are  located  along  the  routes  which  will  carry 
“through”  traffic. 

• Facilities  should  be  large  enough  to  handle  the  expected  How 
of  evacuees,  and  should  have  or  provide  space  for  such  ac- 
tivities as  serving  snacks,  providing  gasoline,  and  handling 
emergency  health  care  problems. 

• Since  a principal  function  will  be  dispensing  information  and 
allocating  people  to  facilities.  Reception  Center  facilities  should 
include  space  for  sizeable  groups  of  people  awaiting  such  in- 
structions. 
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STEP  TEN 


Complete  Appendix  5 

Appendix  5 ( Planning  Format)  contains  the  Assignment  Forms  of  (a)  Organizations  and 
(b)  Families  and  Individuals. 

These  forms  were  largely  filled  out  in  Step  Seven  above.  The  remaining  information  can 
now  be  added  on  the  basis  of  STEPS  EIGHT  and  NINE. 


Complete  Organizational  Assignment  Forms 

Complete  the  upper  right-hand  box  (JURISDICTION)  for  each  Organization  by  inserting  name 
of  the  County,  the  number  of  the  Division  (I,  II.  etc  ),  the  number  of  the  R/C  District  (IA.  etc  ), 
and  the  number  of  the  Lodging  Section  (lAl.etc.)  in  which  the  first  congregate  lodging  facility 
is  located. 

Under  Lodging  Section  Office,  fill  in  the  name,  address,  and  phone  number  of  the  building 
selected  for  a headquarters  in  STEP  NINE  above. 

If  some  of  the  other  buildings  used  by  that  Organization  are  located  in  other  Lodging  Sections, 
note  this  fact  prominently  under  the  Comments  for  example:  “Feeding  facility  in  Section 
1 1 B 1 ,”  etc. 

(Copies  of  the  completed  form  can  now  be  shown  to  the  Organization  in  question,  if  circum- 
stances permit  and  risk  area  preparedness  planners  agree.) 

Complete  the  Assignment  Forms  for 
Families  and  Individuals 

In  the  upper  right  box  (JURISDICTION),  indicate  the  requested  information,  again  drawing  on 
STEPS  EIGHT  and  NINE.  As  with  Organizations  above,  fill  in  the  information  for  the  CONG R I 
GATE  LODGING  facility,  and  under  COMMENTS  note  whether  any  of  those  congregate 
lodgers  would  be  sheltered  or  fed  in  other  Lodging  Sections. 


Next,  if  more  than  one  Reception  Center  is  used,  allocate  the  several  Assignment  Forms  for 
Families/lndividuals  to  the  various  Reception  Centers.  In  STEP  SEVEN,  the  forms  were  rank- 
ordered  so  that  incoming  evacuees  would  always  be  directed  to  the  best  remaining  facility 
still  not  filled.  If  more  than  one  Reception  Center  is  used,  simply  assign  a number  of  buildings 
to  each  Center.  Normally,  these  will  be  the  congregate  lodging  buildings  closest  to  each  Center, 
but  should  also  reflect  the  numbers  of  evacuees  who  will  arrive  at  each  Center. 


:x 


Next,  in  the  upper  left  box,  indicate  the  building  (if  named),  the  address  and  the  phone  number 
of  the  Reception  Center  which  will  “fill”  the  building  listed  under  Congregate  Lodging  below. 


If  these  evacuees  are  coining  from  a particular  TELEPHONE  PREFIX  area  or  neighborhood, 
also  indicate  this  in  the  place  indicated.  (Or  you  may  write  in  this  comer  the  name  of  the 
neighborhood  from  which  these  evacuees  will  be  drawn,  if  this  information  is  available  from 
STEP  THREE  above.) 

Finally,  if  more  than  one  Reception  Center  is  used,  check  the  ordering  of  the  page  numbers 
to  insure  it  is  still  the  order  in  which  facilities  should  be  filled.  (This  order  may  be  changed 
by  renumbering  pages  for  each  Reception  Center.) 


This  Step  completes  Appendix  5 of  the  County  R/C  Plan.  Over  a period  of  time,  however, 
certain  of  these  Forms  may  be  changed  on  a building-by-building  basis-particularly  as  new 
organizations  are  identified  to  take  the  place  of  Family/Individual  evacuees.  Such  changes 
will  be  simple  if  the  substituted  Organizations  are  assigned  the  same  shelter  and  feeding 
facilities  presently  reserved  for  the  congregate  lodging  building  on  each  form. 
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(Illustration) 


STEP  ELEVEN 


1 


Insert  Descriptive  Material  for  all 
R/C  Jurisdictions  in  Appendix  3 

The  following  substeps  of  STEP  ELEVEN  involve  the  description  of  each  individual  R/C  juris- 
diction and  the  assembling  of  an  individual  “packet”  which  will  guide  the  overall  operations 
of  each  unit  in  a Crisis  Relocation. 

Appendix  3 of  the  Planning  Format  contains  detailed  forms  which  can  be  used  to  describe 
each  jurisdiction  in  tiie  County.  These  sets  of  forms  include: 

• A summary  list  of  all  R/C  jurisdictions  and  headquarters  in 
the  County. 

• A County  “packet”  of  materials  describing  the  County  juris- 
diction anu  its  component  units. 

• A Division  “packet.” 

• A District  “packet.” 

• A Lodging  Section  “packet.” 

Each  of  the  “packets”  also  includes  the  full  range  of  staff  positions  for  each  unit,  but  these 
staffing  slots  will  be  left  blank  at  this  stage. 

When  this  Step  is  completed,  the  County  Plan  will  include  detailed  descriptions,  at  the  working 
level,  of  every  unit-including  a map  of  the  area,  the  description  of  its  boundaries,  and  a listing 
of  components  of  that  R/C  unit  and  jurisdiction. 

While  working  on  the  following  Substeps,  look  at  the  appropriate  section  of  Appendix  3 
of  the  Planning  Format. 

Note:  Do  not  enter  information  in  the  printed  Format  itself.  Reproduce  the  necessary  forms 
from  the  originals  contained  in  the  Format. 
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Step  1 1-A 


Complete  the  Summary  List  of  R/C  Jurisdictions 


Page  3 of  Appendix  3 is  a simple  form  entitled  “Summary  List  of  Reception/Care  Juris- 
dictions and  Headquarters.”  (After  reading  the  following  instructions,  you  may  prefer  to 
make  your  own  form.) 

This  information  is  available  from  STEP  EIGHT  and  STEP  NINE. 

In  listing  all  jurisdictions  in  the  left-hand  column,  “stair  step”  the  list  to  show  which  units 
are  subordinate  to  which  others.  For  example,  the  left  column  might  read: 

R/C  Jurisdictions 

County  R/C  Service 

West  Side  Reception  Center 
East  End  Reception  Center 
Airport  Rest  Area 

Division  I (Centerville  area) 

District  IA  (Carson  City) 

Lodging  Section  IA1 
Lodging  Section  IA2 
Lodging  Section  IA3 
District  IB 

Lodging  Section  IB1 
Lodging  Section  IB2 
Lodging  Section  1B3 

Division  11 

District  II A 

Lodging  Section  II A 1 
Lodging  Section  1 1 A 2 

- and  so  on  - 

Beside  each  unit,  enter  the  address  (and  phone  numlrer  if  possible)  of  its  headquarters  building. 
This  summary  listing  will  be  retained  at  the  beginning  of  Appendix  3 for  reference  purposes. 
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Step  1 1 -B 


The  County  Packet 


The  County  packet  begins  following  page  5 of  Appendix  3 and  is  paginated  separately.  It 
wdl  eventually  be  both  a segment  of  Appendix  3 in  the  County  R/C  Plan  and  a separate 
document  to  be  used  at  the  County  R/C  Headquarters  and  in  other  parts  of  the  R/C  organi- 
zation. 


This  Substep  refers  only  to  the  first  three  pages  of  the  packet.  The  material  to  be  entered  in 
the  form  is  indicated  below. 

Page  1:  (the  “cover”  of  the  packet  is  separated  from  Appendix  3). 

Enter  the  name  of  the  County. 

Page  2:  “County  Reception/Care  Units” 

Draw  or  copy  a map  of  the  County  in  the  space  provided.  From  STEPS 
EIGHT,  NINE,  and  TEN,  enter  the  information  indicated  in  the  Legend  at  the 
bottom  ot  the  map.  In  the  Legend,  mark  out  any  units  or  lines  not  appearing. 

Page  3:  Headquarters,  Boundaries,  Components 

Under  Headquarters,  enter  the  information  about  the  building  (from  STEP 
NINE). 

Under  Boundaries,  write  out  a description  of  the  area  under  the  R/C  Service. 
Normally,  this  will  simply  be  “The  County.”  If  certain  areas  are  excluded 
(military  bases,  etc.),  so  indicate. 

Under  Component  Jurisdictions,  list  by  number  the  component  Divisions 
(il  used)  and  Districts.  You  may  also  want  to  insert  parenthetical  remarks 
indicating  where  each  unit  is  located. 

Ignore  the  remaining  pages  in  the  packet,  which  relate  to  staffing  and  will  be  addressed  later. 
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Step  11  -C 

Reception  Center  Packet 


If  only  one  Reception  Center  is  being  used  in  the  County,  enter  the  requested  information 
about  that  building  and  write  “Only”  above  County  Reception  Center.  (At  the  time  ot  a 
crisis  a copy  of  Appendix  5 would  be  sent  to  the  Reception  Center.) 


If  more  than  one  Reception  Center  is  used,  complete  one  form  for  each  Center.  On  each 
form  indicate  the  “Total  number  of  Reception  Centers.” 

• At  the  time  of  a crisis,  each  Reception  Center  would  receive  its  cover 
sheet,  followed  by: 

- a copy  of  every  Organization  Assignment  Form  from  Appendix  5, 

Part  1 . 

- a copy  of  only  those  Family/Individual  Assignment  Forms  allotted 
to  each  Reception  Center  in  STKP  TEN.  These  forms  also  appear  in 
Appendix  5,  Part  2. 

• You  may  want  to  anticipate  this  requirement  by  constructing  these  separate 
Reception  Center  packets  now. 


Step  11  -D 


R/C  Division  Packets 

(If  the  R/C  Division  is  not  used  in  the  County,  indicate  this  fact  on  the  packet  and  move  on 
to  the  next  Substep.) 

For  each  R/C  Division  specified  in  STEP  EIGHT,  provide  the  information  requested  on 
pages  1 through  8 of  its  individual  Division  packet. 

Page  1:  (packet  “cover”) 

Enter  the  number  of  the  Division  (1, 11,  etc.).  You  may  also  want  to 
indicate  under  the  number  the  general  area  covered  by  the  Division. 

Page  2:  County  Reception/Care  Units 

Enter  the  same  map  used  in  the  County  packet. 

Page  3:  Headquarters,  Boundaries,  Components 

Enter  the  requested  information  about  the  County  and  the  Division 
Headquarters  Buildings  (STEP  NINE). 

Describe  the  Division  Boundaries:  “north  along  County  line  to  Route  306; 
west  via  306  to  intersection  with  Route  220;  south  via  220  to  southern 
border  of  County,”  etc. 

Under  Component  Jurisdictions,  list  by  number  the  R/C  Districts  included 
in  the  Division  1A,  IB.  1C,  etc.  You  may  also  want  to  indicate  parentheti- 
cally the  general  location  or  central  community  of  each  District. 

Page  4:  Reception/Care  Division 

Draw  or  copy  a map  of  the  Division  in  the  space  provided.  From  STEPS 
EIGHT,  NINE,  and  TEN,  enter  the  information  indicated  in  the  Legend. 

(Skip  over  pages  5-7  in  the  Division  packet.) 

Page  8:  Facilities  Assigned  to  Evacuees 

In  the  title,  enter  the  number  of  the  Division  (I,  II.  etc.) 

Following  Page  8,  insert  from  Appendix  5 copies  of  both  the  Organizational  and  Family/ 
Individual  Assignment  Forms  for  all  buildings  lying  within  the  Division. 

Be  sure  to  start  a separate  packet  for  each  Division. 


Step  1 1 -E 


The  R/C  District  Packets 


(The  packet  tor  each  District  will  be  inserted  in  Appendix  3 after  the  appropriate  Division 
packet.) 


For  each  R/C  District  specified  in  STEP  EIGHT,  provide  the  information  requested  on  pages  1 
through  4 and  page  19  of  the  individual  District  packet. 

Page  1:  (packet  “cover”) 

Enter  the  number  of  the  District  (1A,  1IB,  etc.). 

Page  2:  County  Reception/Care  Units 

Enter  the  same  map  used  in  the  County  packet. 

Page  3:  Headquarters,  Boundaries,  Components 

Enter  the  requested  information  about  the  County,  the  supervisory  Division, 
and  the  District  Headquarters  Buildings  (STEP  NINE). 


Describe  the  District  Boundaries  in  the  same  manner  used  to  describe  Division 
boundaries. 

Under  Component  Jurisdictions  list  the  District’s  Lodging  Sections  ( 1A  1 . 1 A2. 
etc.) 

Page  4.  Reception/Care  District 

Draw  or  copy  a map  of  this  District  in  the  space  provided.  From  STEPS  EIGHT. 
NINE,  and  TEN  enter  the  information  mdicated  in  the  Legend. 

(Skip  over  pages  5-18  in  each  District  packet.) 

Page  19:  Facilities  Assigned  to  Evacuees 

In  the  title,  enter  the  number  of  the  District  ( 1 1 A.  MB,  etc.) 

Following  Page  19,  insert  from  Appendix  5 copies  of  both  the  Organizational  and  the  Family/ 
Individual  Assignment  Forms  for  all  buildings  lying  within  the  District. 

Be  sure  to  start  a separate  packet  for  each  District. 
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Step  1 1-F 

Lodging  Section  Packets 

(The  packet  for  each  Lodging  Section  will  be  inserted  after  the  appropriate  District  packet.) 

For  each  Lodging  Section  specified  in  STEP  EIGHT,  provide  the  information  requested  on 
Pages  1 through  4 and  page  8 of  its  individual  Lodging  Section  packet. 

Page  1:  (Packet  “cover”). 

Enter  the  number  of  the  Lodging  Section  (1A1,  1A2,  etc.) 

Page  2:  County  Reception/Care  Units 

Enter  the  same  map  used  in  the  County  packet. 

Page  3:  Headquarters,  Boundaries 

Enter  the  requested  information  about  the  County,  the  supervisory  Division, 
the  supervisory  District,  and  the  Lodging  Section  Headquarters  Buildings  (STEP 
NINE). 

Describe  Lodging  Section  Boundaries  in  the  same  manner  used  to  describe  Division 
and  District  boundaries. 

Page  4:  Reception/Care  District 

Enter  the  same  map  used  in  the  supervisory  District’s  packet. 

(Skip  pages  5-7  in  each  Lodging  Section  packet.) 

Page  8:  Facilities  Assigned  to  Evacuees 

In  the  title,  enter  the  number  of  the  Lodging  Section  ( 1 1 A 1 , II A2,  etc.) 

Following  Page  8,  insert  from  Appendix  5 copies  of  both  the  Organizational  and  the  Family/ 
Individual  Assignment  Forms  for  all  buildings  lying  within  the  Lodging  Section. 

Be  sure  to  start  a separate  packet  for  each  Lodging  Section. 


37 




STEP  TWELVE 


Develop  General  Tables  of  Organization 
and  Jeb  Descriptions  for  All  Management 
Positions  in  the  County  R/C  Service 
( Appendix  2) 

Appendix  2 describes  each  staff  position  and  its  relationships  with  other  stall  positions  m 
the  R/C'  organizational  structure.  In  this  Appendix,  management  positions  are  described 
by  job  category  rather  than  by  individual  jobs  in  particular  R/C  headquarters,  l or  example, 
there  is  a description  of  the  position  of  “R/C  District  Manager,”  but  not  a description  of 
any  particular  District  Manager’s  role  in  this  or  that  District  The  objective  here  is  to 
describe  jobs  and  their  interrelationships  in  tables  and  language  that  are  applicable  to  any 
unit  in  which  the  job  appears. 

For  most  counties,  this  Appendix  has  already  been  written.  Volume  IV  of  Reception  and 
Care  Hanning  Guidance  for  Host  Communities  is  entitled  Tables  of  Organization  and  Staff 
Responsibilities.  That  volume  includes: 

I.  Table  of  Organization  covering  every  headquarters  unit,  every  Service, 
and  every  management  job  in  a fully  developed  County  R/C  Service. 

II.  Detailed  Job  Descriptions  of  the  management  functions  of  each  of 
the  66  separate  job  categories  which  may  exist  in  a fully  elaborated 
County  R/C  organization. 

III.  A Cross-Reference  Listing  of  each  individual  job  description  and 
each  Table  which  shows  that  job’s  place  in  the  R/C  organizational 
structure. 

IV.  Levels  of  Staffing:  the  successively  less  critical  positions  which 
should  be  filled  as  additional  R/C  staff  are  recruited.  Thus,  “Level  One” 
includes  only  three  key  jobs;  “Level  Two”  includes  seven  additional 
jobs,  and  so  on. 

Appendix  2 of  the  Hanning  Format  references  Vol.  IV  ol  this  guidance  and  incorporates  it 
as  Appendix  2.  Volume  IV  thus  becomes  a part  of  the  County  R/C  Plan,  while  continuing 
to  serve  as  a reference  book  whose  materials  can  also  be  used  in  training  all  personnel  on  the 
staff  of  the  County  R/C  Service  either  before  or  during  a crisis. 
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This  approach  does  not  mean  that  all  of  the  66  positions  described  in  Vol.  IV  would  exist 
in  any  given  County.  Those  positions  actually  used  will  be  listed  elsewhere  (Appendix  3). 

But  it  does  mean  that  all  positions  which  are  used  would  have  those  responsibilities  and 
organizational  linkages  described  in  Volume  IV. 

Modification  of  the  Standard  R/C 
Organizational  Structure 

A given  county  particularly,  a county  receiving  few  evacuees  may  wish  to  modify  and 
simplify  the  organizational  format  described  in  Vol.  IV.  Certain  types  of  modifications 
are  anticipated  and  easily  made  (without  disrupting  the  remainder  of  the  structure). 

• Eliminating  the  Division:  Counties  not  using  the  Division 
level  of  organization  can  simply  “X”  out  those  portions  of 
Volume  IV.  If  this  is  done,  be  sure  to  draw  in  new  lines  of 
authority  on  the  organizational  tables  to  connect  County 
level  positions  with  the  appropriate  positions  at  the  District 
level . 

• Eliminating  Individual  Jobs:  If  a job  is  simply  not  filled,  its 
duties  remain  a part  of  the  responsibilities  of  the  next-higher 
position  to  which  it  reports.  If  a job  is  eliminated  from  the 
organization,  be  sure  to  cross  it  out  in  all  sections  of  Vol.  IV, 
and  redraw  any  charts  on  which  it  appears  to  connect  the 
jobs  below  it  to  the  position  above  it. 

Don’t  Tinker  Lightly  with  the 
Organizational  Structure 

A great  deal  of  “adaptability"  is  already  built  into  the  structure  defined  in  Vol.  IV.  For 
example,  in  a sparsely  populated  County,  Division,  or  District,  the  functions  of  lower  units 
may  readily  be  built  into  a higher  headquarters.  Thus,  a sparsely  populated  part  of  a County 
may  be  operated  from  a single  Division/District/Lodging  Section  headquarters.  In  this  case, 
the  higher  level  officers  at  the  District  level  would  also  “include”  many  lower-level  jobs  in 
their  own  duties.  Their  job  descriptions  from  Vol.  IV  would  include  all  positions  w hich 
they  are  covering.  This  kind  of  adaptation  would  be  reflected  elsewhere  (the  “packets”  in 
Appendix  3)  but  would  not  require  modifying  the  general  structure  outlined  in  Appendix  2. 

Also,  remember  that  the  Reception/Care  Service  would  meet  the  many  and  diverse  needs 
ot  numerous  evacuees  under  stressful  conditions.  Simplifications  that  now  seem  convenient 
may  result  in  unanticipated  problems  in  the  real  situation.  This  organizational  form  has  been 
put  together  on  the  basis  of  practical,  working  experience  in  coping  w ith  mass-care  situations. 
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STEP  THIRTEEN 


Describe  the  Organizational  Structure 
of  Each  County  Reception/Care  Unit 

(Remainder  of  Appendix  3) 


Appendix  3 is  the  heart  of  the  County  R/C  Plan.  It  is  composed  largely  of  individual 
“packets”  describing  the  structure  and  personnel  positions  of  R/C  units  i.e.,  the  County, 
each  Division,  each  District,  and  each  Lodging  Section.  (There  is  also  a packet  for  each 
Reception  Center,  including  all  Evacuee  Assignment  Forms  of  interest  to  each  Center.) 

At  least  one  copy  of  each  packet  will  remain  in  the  County  R/C  Plan  for  use  at  the  County 
Headquarters.  During  a crisis  operation,  each  R/C  headquarters  would  have  at  least  one  copy 
to  guide  operations.  Additional  copies  of  each  packet  will  be  used  to  orient  and  train  the 
R/C  staff  of  each  unit,  either  before  or  during  a crisis. 

The  information  contained  in  each  County,  Division,  District,  and  Lodging  Section  packet 
appears  in  the  following  order: 

1.  The  Cover  Page,  with  the  jurisdiction’s  R/C  number 
(Division  II,  District  I II A,  Lodging  Section  1IBB,  etc.) 

2.  A map  of  the  County's  R/C  jurisdictions. 

3.  Addresses  of  the  R/C  unit’s  Headquarters  and  the  higher- 
level  headquarters  to  which  it  reports. 

4.  A description  of  the  R/C  jurisdiction’s  boundaries. 

5.  A list  of  any  subordinate  R/C  jurisdictions  contained  in  the 
jurisdiction. 

6.  A map  of  the  Division  or  District  to  which  the  packet  applies. 

(Lodging  Sections  use  their  District's  map.) 

7.  Tables  of  Organization  showing  the  management  staff  of  the 
unit. 

8.  A list  of  all  Personnel  Positions  contained  in  the  unit’s  stall 
with  space  to  write  in  the  names,  addresses,  etc.,  of  individual 
staff  members  holding  those  positions  (Many  of  these  person 
nel  would  be  recruited  only  as  a severe  emergency  developed.) 

9.  Copies  of  all  Evacuee  Assignment  Forms  (from  Appendix  S) 
for  buildings  lying  in  the  unit  I or  the  County  unit,  these 
forms  appear  in  Appendix  5 ot  the  County  R ( Plan  and  need 
not  be  repeated  in  the  County  packet  in  Appendix  C 
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In  prior  STEPS,  the  Reception  Center  packet(s)  have  been  completed,  as  have  all  of  the 
above-listed  segments  except  for  items  7 and  8:  the  Tables  of  Organization  and  lists  of 
Personnel  Positions  for  each  unit.  The  present  STEP  will  complete  all  packets  by  adding 
this  information. 

Each  packet  in  Appendix  3 of  the  Planning  Format  now  contains  a reasonably  complete 
Table  of  Organization  and  list  of  Personnel  Positions.  These  Tables  and  Positions  are  the 
same  as  those  appearing  in  the  general  description  ot  R/C  organization  (Appendix  2 ol  the 
Plan  and/or  Volume  IV  of  this  guidance).  Any  modifications  made  here  or  in  Appendix  2 
should  be  consistent  with  one  another.  As  noted  in  the  preceding  STEP  TWELVE,  this 
staffing  approach  may  appear  somewhat  ambitious  during  the  planning  stage,  but  this 
approach  does  reflect  a considerable  experience  with  mass-care  and  large  emergency  welfare 
operations.  In  a crisis  involving  many  thousands  ot  evacuees,  a relatively  small  number  of 
people  would  be  organizing  the  population  and  providing  diverse  essential  services  to  large 
numbers  of  evacuees. 

This  approach  is  also  reasonably  flexible.  As  noted  in  STEP  TWELVE  above,  a number  ot 
adjustments  to  different  sizes  of  evacuee  populations,  and  to  various  local  circumstances, 
can  be  made  without  disturbing  the  overall  organizational  concept.  The  most  common  ot 
these  modifications  include: 

- eliminating  the  Division  level  where  that  unit  is  not  needed  (see 
STEPS  EIGHT  and  TWELVE) 

- eliminating  (or  not  filling)  some  lower-level  jobs  not  required  in  a 
particular  R/C  unit-for  example,  not  every  District  needs  a Mobile 
Feeding  Unit 

- combining  jobs-  and  job  descriptions  (see  STEP  TWELVE) 

- combining  District  and  Lodging  Section  functions  in  a single 
Headquarters  (see  STEP  TWELVE) 

Such  modifications  are  the  exception,  not  the  rule.  Most  Counties  and  their  sub-areas  can 
utilize  the  format  as  already  presented  in  the  Appendix  3 packets. 

Tlie  following  pages  describe  procedures  for  completing  the  Appendix  3 packets. 
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Step  13-A 

Complete  the  County  Packet  in  Appendix  3 


Cover  Page:  Enter  name  of  County. 

Table  of  Organization 
(page  4 of  County  packet) 

• In  the  box  for  “Reception/Care  Coordinator,”  enter  the  name 
of  the  County. 

• Boxes  are  provided  for  one  “Assistant  Coordinator:  R.C.-R.A. 
(Reception  Center-Rest  Area)  and  for  one  "Assistant  Coordinator: 
R.A.”  Add  any  additional  boxes  required  to  cover  all  County 
R.C.s  and  R.A.s.  On  the  line  in  each  box,  enter  some  identifier  of 
that  particular  location  (for  example,  the  “Airport”  R.C.-R.A.,  etc.) 

• At  the  bottom  of  the  Table,  add  or  subtract  boxes,  depending  on 
the  number  of  Divisions  in  the  County.  (If  Divisions  are  not  used, 
replace  the  Division  boxes  with  a box  for  each  R/C  District  in  the 
County.) 


Personnel  Positions 

(pages  5-9) 

• On  page  7,  add  or  mark  out  positions  for  Assistant  Coordinators 
of  the  Reception  Centers),  Rest  Area(s),  or  combinations  of  the 
two-depending  on  the  number  of  them  in  the  County  (and  in  the 
Table  of  Organization  on  page  4). 

NOTE:  In  modifying  materials  in  the  Planning  Format,  the  simplest 
approach  is  to  tape  over  the  relevant  portions  before  Xeroxing  the 
form.  New  material  can  then  be  typed  into  the  space  left  on  the  copies. 
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Step  13-B 

Complete  or  Eliminate  the  Division  Packets  in  Appendix  3 


If  the  R/C  Division  is  not  used  in  the  County,  remove  this  packet  from  the  Planning  Format. 


If  Divisions  are  used,  complete  a packet  for  each  Division 
Cover  Page:  Enter  number  of  Division  (I,  II,  etc.) 


All  Pages:  Enter  Division  number  before  page  number  at  bottom. 

Table  of  Organization 

(page  5 of  Division  packet) 

• Branching  off  the  center  line,  add  one  box  for  each  Assistant  R/C 
Coordinator  on  the  Division  staff.  Each  such  Assistant  Coordinator 
is  normally  responsible  for  two  R/C  Districts  under  the  Division, 
so  this  might  look  like: 


Large  Divisions  handling  large  Districts  may  need  one  such  Ass't 
Coord,  for  each  District.  At  any  rate,  the  number  of  boxes  depends 
on  the  number  of  Districts  and  how  many  are  assigned  each  Ass't 
R/C  Coordinator.  (A  sample  table  appears  in  Vol.  IV  Part  One 
of  this  guidance.) 

Personnel  Positions 

(pages  6-7) 

• Enter  the  Division  number  in  the  appropriate  blank. 

• Space  is  provided  for  five  “Ass't  R/C  Coordinators  on  pages  6-7. 

Lor  each  slot  used,  fill  in  the  "District(s)’’  covered  by  the  position 
(“A  & B.”  etc.)  Cross  out  Ass't.  Coordinator  positions  that  are  not 
needed,  or  copy  page  7 again  to  provide  additional  Ass’t  Coord 
slots. 
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Step  13-C 

Complete  the  District  Packets  in  Appendix  3 


Cover  Page:  Enter  the  tull  District  number  (1A,  IIC.  etc.) 

All  Pages:  Enter  District  number  before  the  page  number. 

Tables  of  Organization 

(pages  5-7  of  District  packet) 

The  first  Table  (page  5 ) charts  the  chain  of  command  down  to  the  Supervisors  of  each  of 
the  five  R/C  Services.  The  Lodging-Shelter  Service  further  extends  the  chain  to  the  facility 
level  through  the  Deputy  Supervisors  in  charge  of  each  Lodging  Section.  Other  Services 
operate  at  the  District  level  only,  though  they  also  operate  certain  facilities  such  as  eating 
places  or  special  care  institutions. 

The  five  Tables  for  the  five  R/C  Services  (pages  6-7)  describe  their  organization  at  the  District 
level  and  below.  Note  that  the  number  of  positions  in  any  given  Service  will  vary  with  local 
circumstances.  Thus,  a particular  District  may  not  need  the  “Assistant  Supervisor”  ot 
Feeding  for  “Mobile  Units”  because  the  District  may  not  need  Mobile  Feeding  Units.  And 
the  Registration/Information  Unit  at  the  Reception  Center  will  exist  only  if  the  District 
includes  a County  Reception  Center  within  its  boundaries. 

Page  5:  If  the  District  is  part  of  a Division,  enter  the  Division  number  in  the  box  for  the 

“Deputy  R/C  Coordinator,”  and  enter  the  Districts  under  the  “Assistant  R/C 
Coordinator:  Districts  (A  and  B,  C and  D,  etc.)" 

If  there  is  no  Division,  cross  out  the  two  (above-referenced)  Division  boxes 
and  extend  the  “Technical  Guidance”  line  up  to  the  “County  Coordinator” 
box. 

Enter  the  complete  District  number  in  the  “Manager"  box. 

In  the  “Deputy  Supervisors”  box,  enter  the  number  of  Lodging  Sections  in 
this  District. 

Page  6:  Under  Lodging-Shelter  Service,  in  the  box  for  “Deputy  Supervisors.”  enter 

the  number  of  Lodging  Sections  in  the  District. 

Under  Registration  and  Information,  in  the  two  boxes  for  "Assistant 
Supervisors,”  enter  the  number  of  Lodging  Sections  in  the  District. 

If  the  District  does  not  contain  a County  Reception  Center  or  Rest  Area, 
cross  out  the  bottom  box 
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Page  7:  Under  Feeding  Service,  in  the  box  for  "Assistant  Supervisors”  of  Fixed  Feeding 

Stations,  enter  the  total  number  of  Stations  in  the  District.  (Fach  building  in 
which  evacuees  are  fed  is  one  Fixed  Feeding  Station  see  the  Evacuee  Assign- 
ment Forms  at  the  back  of  the  District  packet.) 

Under  Feeding  Service,  “Support  Units”  may  be  required  to  assist  with  feeding 
people  in  institutions  operated  by  Special  Services.  If  the  number  of  such  insti- 
tutions (hospitals,  nursing  homes,  etc.)  requiring  such  support  is  known,  enter 
that  number  in  the  box  for  “Assistant  Supervisors”  of  Support  Units.  (This 
determination  may  be  made  later  in  the  planning  process  or  as  operations 
commence.) 

Under  Feeding  Service,  “Mobile  Feeding  Units”  may  he  required  at  a Reception 
Center  or  near  Lodging  facilities  which  lack  “fixed"  feeding  stations.  When  this 
determination  is  made  (now  or  later),  enter  the  number  of  such  units  in  the  box 
for  “Assistant  Supervisors”  of  Mobile  Units. 

Under  Special  Services,  in  the  two  boxes  for  "Assistant  Supervisors:  Financial 
Assistance”  and  "Assistant  Supervisors:  Guidance  and  Counsel,”  enter  the  number 
of  Lodging  Sections  in  the  District. 

Under  Special  Services,  in  the  box  for  “Assistant  Supervisors  of  Special  Care 
Facilities,”  enter  the  number  of  such  facilities  in  the  District  (i.e..  the  number 

I of  hospitals,  nursing  homes,  and  buildings  converted  to  lodge  special  care  evacuees 

in  the  Assignment  Forms  at  the  back  of  the  District  packet. 

Under  Special  Services,  if  the  District  does  not  contain  a Reception  Center  or 
Rest  Area,  cross  out  the  bottom  box. 

Under  Personal  Services /Clothing,  enter  the  number  ol  Pet  Shelters  in  the 
District.  (Fach  District  will  eventually  have  one  or  more,  but  (his  determination 
may  be  made  later  in  the  planning  process.) 

Personnel  Positions 

(pages  X-l Hi 

All  Pages  Inter  tlu  I'  er  1 1 \.  II).  1 1 A.  etc.)  in  the  blank  at  the  top 

of  each  page 

Page  12  Inlet  .1  se,  non  in  the  blanks  after  each  “Deputy 

Supi  ims'  sen  i i h u it  ' i Nos  I and  2 appear  on  page  II.)  It 
then  n i>  -i  V .lions  in  the  District,  reproduce  page  12  to 

cover  the  aJdil tot  i *is 
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Page  15:  Continue  alternating  the  “Assistant  Supervisors  for  Registration"  and  the 

“Assistant  Supervisors  for  Information  and  Referral”  until  all  Lodging  Sections 
are  covered.  (This  alternation  begins  at  the  bottom  of  page  13.)  Use  page  15 
to  produce  additional  forms  if  necessary. 

Page  16:  This  page  lists  only  the  three  Special  Services  Deputy  Supervisors,  plus  one 
blank  for  a subordinate  position.  Eventually,  Special  Services  should  have: 

- one  Ass’t.  Supervisor  for  Financial  Assistance  in  each  Lodging  Section. 

- one  Ass’t.  Supervisor  for  Guidance  and  Counsel  in  each  Lodging  Section. 

- one  Ass’t  Supervisor  for  each  Special  Care  Facility  in  the  District. 

- a Special  Services  Unit  (perhaps  several  people)  for  a Reception  Center  or 
Rest  Area,  if  the  District  contains  such  a facility. 

As  these  positions  are  filled,  they  should  be  listed  on  new  pages  inserted  after 
page  16. 

Page  17:  This  page  lists  only  the  three  Feeding  Service  Deputy  Supervisors,  plus  one  blank 
space.  Eventually,  the  Feeding  Service  should  have: 

- an  Ass’t.  Supervisor  for  each  Fixed  Feeding  Station 

- an  Ass’t.  Supervisor  for  each  Support  Unit. 

- an  Ass’t.  Supervisor  in  charge  of  each  Mobile  Feeding  Unit  (it  any  I. 

As  these  positions  are  filled,  list  the  positions  on  additional  pages  and  insert 
after  page  17. 

Page  18:  If  more  than  one  Pet  Shelter  is  planned,  use  the  blank  position  to  identify  the 
Shelter. 

INSERT  EAC  H DISTRICT  PACKET  AFTER  Till  PACKET  LOR  ITS 
DIVISION  IF  DIVISIONS  ARE  NOT  USED.  INSER1  DISTRICT 
PACKETS  IN  ORDER  AFTER  THE  COUNTY  PACKET. 


Step  13-D 

Complete  the  Lodging  Section  Packets  in  Appendix  3 

Cover  Page.  Enter  the  complete  Lodging  Section  number  ( I A 1 , IA2,  etc.) 
All  Pages:  Enter  Lodging  Section  number  before  the  page  number. 

Table  of  Organization  (page  5 of  packet) 

• Enter  the  complete  District  number  in  the  “Manager”  box. 

• Enter  the  complete  Lodging  Section  number  in  the  “Deputy 
Supervisor”  box. 


Other  Personnel  Attached  . . . (page  5) 

• This  section  is  simply  a reminder  that  the  Lodging  Section  will 
interact  with  various  personnel  working  for  other  District-level 
services.  Beside  each  position,  you  may  want  to  note  the  number 
of  personnel  holding  each  position  and  working  within  the  area  of 
the  Lodging  Section. 

Personnel  Positions  (page  6) 

• Enter  the  complete  “Lodging  Section  No.”  at  the  top. 

• Under  Lodging  Aide,  enter  the  names  of  any  residential  neighbor- 
hoods or  areas  for  which  a particular  Lodging  Aide  will  be  respon- 
sible. (The  Lodging  Aide  coordinates  Lodging  Section  operations 
with  local  residents  in  particular,  the  Lodging  Aide  will  “match” 
evacuee  families  with  any  private  dwellings  whose  owners  volun- 
tarily accept  evacuees.) 

• In  the  large  box.  briefly  list  the  positions  (from  page  5)  of  District 
personnel  working  in  the  Lodging  Section. 

Congregate  Care  Facility  Managers 

• Complete  the  left-hand  column  for  each  congregate  lodging  building 
in  the  Lodging  Section.  Reproduce  this  page  if  more  than  four 
buildings  are  used.  (This  information  is  from  the  Evacuee  Assignment 
Forms  at  the  back  of  the  Lodging  Section  packet.) 

INSE  RT  E ACH  LODGING  SECTION  PACKET  AFTER  THE  PACKET  FOR 

ITS  DISTRICT. 
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STEP  FOURTEEN 

Develop  an  Operational  Checklist  of 
R/C  Responsibilities  and  Actions  before  and 
during  a Crisis 


Appendix  I of  the  County  R/C  Plan  should  list  the  required  activities  of  R/C  officials  at 
each  stage  of  preparedness  and  operations. 

APPENDIX  1 in  the  PlanniiiK  Format  is  such  a Checklist.  It  describes  responsibilities  during: 

• a preparatory  period-from  the  present  time  up  to  a decision  to 
relocate.  (The  first  item  in  the  Checklist  specifies  the  periodic- 
review  and  updating  of  the  County  R/C  Plan.) 

• the  initial  movement  phase  of  a relocation  operation,  including 
the  activation  of  the  host  County  R/C  Service 

• the  “reception”  phase  of  a relocation  operation  what  to  do  as 
evacuees  begin  arriving  in  the  County. 

• the  “population  maintenance”  phase-supporting  evacuees  in 
congregate  lodging,  coupled  with  continued  development  ol 
fallout  shelter  preparations. 

• the  return  movement 

• the  termination  of  R/C  operations. 

• Warning,  Attack,  and  Post-Attack  phases  ol  a relocation  which  is 
interrupted  by  enemy  action  including  population  maintenance 
during  a Shelter  period 

Appendix  I ol  the  Planning  I ortnal  may  Ik-  inserted  as  Appendix  1 of  the  County  R C Plan 

Or  portions  ol  the  Appendix  may  be  modified  to  refer  more  specifically  to  the  local  situation 
lor  example,  "activate  Reception  Centers”  could  be  expanded  to  name  the  Centers  and  give 
then  locations  N on  will  also  want  to  compare  the  terminology  (“Public  Safety  Service."  etc  i 
with  that  used  elsewhere  in  County  preparedness  plans.  Assuming  the  R C Plan  or  "annex”  is 
prepared  ! rst.  other  positions  ol  a County  Crisis  Relocation  Plan  should  be  coordinated  with 
the  Reception  ( are  activities  in  each  phase 
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STEP  FIFTEEN 


1 


Complete  Main  Plan 

i 

The  Planning  h'onnat  includes  a 17-page  County  Reception/Care  Plan  which  may  be  com- 
pleted quickly  and  easily,  using  information  appearing  in  various  Appendices.  This  statement 
of  the  County  Plan  is  intended  to  serve  several  purposes. 

• The  Main  Plan  introduces  the  more  detailed  material  in  the 
Appendices. 

• The  Main  Plan  can  be  used  to  acquaint  all  interested  audiences 
with  potential  needs  for  evacuation,  the  R/C  mission,  the 
organizational  structure  of  the  County  R/C  Service,  the  division 
ot  the  County  into  various  R/C  jurisdictions,  and  contingency 
plans  for  staffing  and  operating  a local  R/C  Service  during  an 
emergency. 

• The  Main  Plan  provides  basic  information  which  can  be  used  to 
orient  and  train : 

- interested  local  audiences; 

- potential  R/C  staff  members. 

lo  support  these  several  potential  uses,  the  Main  Plan  has  been  held  to  a relatively  succinct 
and  general  statement  ot  R/C  purposes  and  organization.  As  the  following  instructions  will 
suggest,  various  portions  of  the  Main  Plan  may  be  elaborated  to  provide  more  detail  on  local 
circumstances  and  situations. 

Cover  Page:  Fill  in  the  name  of  the  “Host  Area”  (Smith  County,  etc.) 

At  the  bottom,  nil  in  the  name  and  address  of  the  local  preparedness  office 
issuing  the  Plan. 

Introduction  (page  4):  In  the  appropriate  spaces  indicate: 

• the  total  number  of  evacuees; 

• the  “home  communities”  or  risk  area  from  which  the  evacuees 
would  come  to  the  County. 

• the  names  of  other  host  counties,  at-risk  counties  and  cities,  and 
military  bases  whose  evacuation  plans  relate  to  this  County's  Plan. 
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Situation  (page  6): 


I 


Item  2 refers  to  “appropriate  State  laws.”  You  may  want  to  substitute  a more 
specific  or  lengthy  statement  of  the  auspices  and  authorities  under  which  this 
planning  is  conducted. 

Evacuee  Population  (page  7): 

The  breakdown  of  the  evacuee  population  into  organizational  and  family/ 
individual  groups  can  be  obtained  from  Appendix  5. 

Organization  (page  10): 

Remove  “Divisions”  from  the  Table  if  they  are  not  used  in  the  County  R/C 
Service. 

Map  (page  11): 

Insert  the  County  R/C  map  appearing  in  the  Appendix  3 “packets,”  and  modify 
the  “Legend”  if  Divisions  are  not  used. 

Chain  of  Command  (page  1 2): 

Remove  the  paragraph  on  R/C  Divisions  if  they  are  not  used  in  the  County  Plan. 
Tables  of  Organization  (page  13): 

If  Divisions  are  not  used,  remove  the  four  positions  associated  with  the  Division 
level. 

Core  Staff  Members  (page  16): 

Review  the  entire  page  to  insure  that  it  is  consistent  with  the  County's  approach 
to  staffing.  If  the  three  R/C  positions  at  the  top  of  this  page  have  not  been  se- 
lected. modify  the  last  sentence  of  the  first  paragraph  to  read:  “The  three  criti- 
cal positions  in  the  R/C  structure  are:” 

As  with  most  of  the  forms  contained  in  the  Planning  Format,  it  is  anticipated  that  the  Main 
Plan  can  be  copied  and  the  necessary  information  inserted  on  the  copy.  However,  substantial 
modifications  may  require  retyping  the  Plan. 


STEP  SIXTEEN 

Continuing  Development  of  the  County 
R/C  Plan  and  Standby  Organization 

1 

The  first  objective  of  this  planning  process  is  to  create  an  organizational  framework  which 
could  be  used  to  guide  a “crash”  evacuation-and-hosting  effort  on  short  notice.  The  County 
Plan  prepared  under  the  preceding  steps  provides  for  a systematic  approach  and  greatly 
simplifies  the  problems  to  be  faced  in  a crash  effort  by: 

• pre-designating  the  specific  facilities  in  which  evacuees  would 
be  lodged,  sheltered,  and  fed. 

• pre-designating  the  R/C  units  and  areas  whose  headquarters 
would  supervise  manageable  numbers  of  evacuees  and  facilities. 

If  necessary,  a crash  evacuation  effort  could  be  organized  solely  on  this  basis.  Large  numbers 
of  evacuees  would  arrive  at  the  Reception  Center(s),  and  would  be  allocated  to  already- 
identified  congregate  lodging  buildings.  For  each  building  and  its  lodgers,  appropriate  shelter 
and  feeding  locations  would  be  designated  in  the  Plan.  R/C  stall'  recruited  on  the  spot  from 
among  both  local  residents  and  evacuees  would  be  told  by  the  Plan  which  facilities  to  open 
and  which  headquarters  to  set  up  and  staff. 

Clearly,  however,  to  prepare  for  an  orderly  handling  of  large  numbers  of  evacuees,  the  County 
preparedness  effort  should  continually  update  the  R/C  Plan,  add  standby  staff  officials  to  the 
on-paper  R/C  Service,  and  orient  and  train  staff  to  set  up  the  organization  rapidly  and  smoothly 
during  a crisis.  The  Plan  makes  provision  for  such  efforts  in  the  following  ways. 

Staffing 

As  new  R/C  staff  members  are  identified,  enter  their  names  in  the  appropriate  “slots”  in  the 
County,  Division,  District,  and/or  Lodging  Section  packets  in  Appendix  3.  The  form  on  pages 
3-5  of  the  Hanning  Format  provides  a “summary  list"  ol  all  positions  currently  filled  across 
the  County. 

Note  that  standby  R/C  staff  members  can  he  identified  either  by  name  or  by  their  current 
"Position"  in  another  organization.  Local  planners  may  want  to  designate  the  “Supenntcmlant 
ot  County  Schools,"  the  "Manager  ol  X Company,”  or  some  other  position-holder  as  being 
responsible  for  a particualr  R/C  job.  In  a crisis  or  training  activity,  the  designated  office- 
holder would  be  contacted.  (This  approach  avoids  changing  the  Plan  when  these  positions  are 
held  by  new  office-holders.  But  it  also  requires  the  cooperation  ol  the  organizations  involved, 
who  must  make  this  standby  R/C  role  a part  of  the  recognized  responsibilities  of  the  other  job.) 
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Participating  Organizations 


Either  host-County  or  risk  area  organizations  may  be  participants  in  R/C  planning  and/or 
contingency  staffing  effotts. 

Appendix  4 includes  summaries  of  organizational  plans  or  arrangements  to  help  staff  a 
R/C  Service  in  a crisis.  (More  elaborate  organizational  preparedness  plans  should  also  be 
on  file  at  the  County  R/C  Headquarters.) 

These  summary  organizational  plans  in  Appendix  4 should  include  plans  for  evacuated  (risk 
area)  organizations  which  will  provide  staff  for  the  host  County  R/C  Service.  Note  that  the 
Organization  Assignment  Form  in  Appendix  5 may  be  completed  without  interaction  (at 
this  stage)  with  the  risk  area  organization  in  a crisis,  its  employees  would  simply  be  told  to 
report  to  the  designated  facility.  However,  if  the  risk  area  organization  is  to  provide  R/C 
staff,  this  plan  should  be  worked  out  in  discussions  among  representatives  of  the  host  County 
R/C  planners,  risk  area  planners,  and  the  organization  itself.  The  status  of  an  organization's 
participation  would  then  be  indicated  in  a summary  organizational  plan  inserted  in  Appendix  4, 

Alternative  Staffing  Levels 

Volume  IV  of  Reception  and  Care  Planning  Guidance  for  Host  Communities  (Part  Four, 
pp.  181-182)  describes  five  staffing  levels  which  indicate  roughly  the  “readiness”  of  a host 
County  R/C  Service.  Thus,  Level  One  includes  three  key  staff  members,  Level  Two  includes 
nine  positions,  and  so  on.  As  additional  staff  are  added  on  a standby  basis.  County  prepared- 
ness planners  should  attempt  to  fill  R/C  positions  in  roughly  the  order  indicated.  (Of  course, 
no  one  desiring  a particular  position  should  be  turned  away,  but  the  County's  readiness  level 
will  be  determined  by  whether  the  slots  at  each  staffing  level  are  filled.) 

Orientation  and  Training 

Volume  1 of  Reception  and  Care  Planning  Guidance  for  Host  Communities  describes  modules 
of  training  content  which  may  be  used  to  orient  anil  train  County  R/C  staff.  These  modules 
are  segments  of  the  planning  guidance  which  relate  to  particular  purposes.  The  training  and 
orientation  modules  are  developed  around  R/C  functions,  and  their  content  is  elaborated 
more  or  less  to  cover  “normal”  or  “crash”  training  situations. 
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